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ASSESSMENT FOR BSBWHS403

	Student name
	Richard Yang

	Date of assessment submission
	5/12/2018


	Trainer/Assessor’s name
	[bookmark: _GoBack]Brett Stoward

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	Probuild Apartment Project

	Workgroup
	Probuilding Project Team



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)




	Your role

	Graduate

	Roles, duties, rights and responsibilities regarding consultation and participation

	Following Probuild Health and Safety processes, procedures and systems, and ensuring that workers/subcontractors do so as well. The specific activity where this occurs is Task Observations – making sure the worker is working within their SWMS and complying with Probuild’s health and safety policies (eg. Mandatory PPE including gloves)

	Documents which outline roles, duties, rights and responsibilities

	Primarily: My Position Description for my role; and the Health and Safety Management Plan – outlines roles and responsibilities of each position
Probuild internal docuements also refers to Guidance Notes, WHS Regulation and WHS Act as reference materials. Specifically Section 19 of WHS Act outlines the duties.

	Communication method and timeframe

	Health and Safety Coordinator would discuss with me directly about my duties, rights and obligations and I can ask him with any questions that I have. 
My communication with workers is instant and on-site – generally discuss corrective actions on the spot, which are then recorded in a Task Observation and issued for close-out.




	Name of Individual/Party 1

	Amy B - Coordinator

	Roles, duties, rights and responsibilities regarding consultation and participation

	Following Probuild’s HSE requirements, enforcing/ensuring workers employed by PCBU comply with HSE requirements as per duties of care, and using tools such as Task Observations to formally record worker compliance to HSE. 

	Documents which outline roles, duties, rights and responsibilities

	Position Descriptions on intranet, Health and Safety Management Plan. Clarification can also be sought from direct report (Senior Coordinator/Site Engineer), the project manager or the HSE team.

	Communication method and timeframe

	Communication is generally instant if verbal. Sometimes there may be a few days delay if requesting/communicating SWMS/HRWL requirements to workers, during which they would be sending the appropriate documentation.




	Name of Individual/Party 2

	Mark T - HSE Coordinator (primary HSE role within project team)

	Roles, duties, rights and responsibilities regarding consultation and participation

	Following Probuild’s HSE requirements and ensuring that both the PCBU team and workers employed by PCBU work to the HSE requirements. Also keeps track of team’s HSE KPI’s to ensure that the team is meeting inspection targets. Mark is the primary interface between site workers and the PCBU with all HSE-related items, including inductions, HSE inspections, task observations, etc. He works with the overall HSE Management team to ensure the latest policies, procedures, guidance notes, legislative requirements and industry alerts are communicated to the project team.

	Documents which outline roles, duties, rights and responsibilities

	Position descriptions on intranet, Health and Safety Management Plan, clarifications from direct reports (project manager) or the HSE Management team

	Communication method and timeframe

	Varies from immediate (verbal) to over-time, eg. communicating with workers to receive their various licenses and SWMS. 




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	HSE is typically first meeting agenda item for discussion. Project Manager usually runs the meetings and explains to the team the HSE status and statistics of the project.

	Your involvement in set up and running of process

	Nil for work team meetings – coordinated by Project Manager/HSE Coordinator

	How you communicate with individuals and parties about process

	Open discussion between team about what upcoming risks may be present on site, based on upcoming works/trades/changes to site

	How you support participation of individuals and parties in process

	By contributing to the discussion, other people usually also start chiming in




	Name of process 1

	Task Observation

	Describe process

	The individual reviews the SWMS of a worker employed by the PCBU and then goes through a checklist/observation ensuring the worker is signed onto their SWMS and is working to their SWMS. If the worker is complying fully to their SWMS, a positive comment is left on the observation, followed by supervisor signature for close-out. If there are areas for improvement, the worker is notified/reminded of their HSE duties and obligations, and a note is made about the corrective action required. The worker’s supervisor then signs off for close-out.

	Your involvement in set up and running of process

	As a graduate I have a monthly KPI of completing 1 x task observation

	How you communicate with individuals and parties about process

	I discuss with the workers supervisors/the workers themselves about the Task Ob process, what it’s for, and any positive/corrective actions observed or required. The open communication process should encourage a behavioural change in HSE rather than last-minute preparations to avoid improvement notices.

	How you support participation of individuals and parties in process

	Communication is the best way to encourage participation/understanding – talking with the workers about the task they are doing is insightful and makes the process generally more positive.




	Name of process 2

	Safety in Design Workshop

	Describe process

	Safety in Design Workshops are a requirement as per the WHS Regulations, in which designers have an obligation to ensure the design is generally safe/fit for purpose both during construction and for the end-user.

	Your involvement in set up and running of process

	I have chaired the meetings with various design consultants. Before the workshop begins, the design consultants are to fill in a table which outlines their identified/perceived risks and hazards in the design, with risk ratings. The workshop then goes through the items and brainstorms/assigns controls and ways to resolve the issue as a process of moving forwards.

	How you communicate with individuals and parties about process

	Open forum discussion in the workshop

	How you support participation of individuals and parties in process

	Openly discuss the topic then brainstorm with the consultant who outlined the risk and everyone else on mitigation strategies and potential controls.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	Amy B

	Required for effective involvement in consultation and participation 

	Discuss with HSE Coordinator on what their roles are and what they need to do to fulfil their obligations and duties. Then communicate directly with the worker to ensure that the worker is complying with HSE requirements.

	Training that may be provided to assist

	HSE Cert IV training, various upskilling courses available eg. scaffold awareness, precast awareness, asbestos awareness

	Your involvement in delivery of training

	Nil – I am typically also a participant in the training.




	Name of Individual/Party 2

	Mark T

	Required for effective involvement in consultation and participation 

	Discuss with HSE Management team the latest policies, procedures and guidelines that are required by the PCBU to achieve above and beyond legislative requirements for HSE. Discusses with workers on what the HSE requirements are, and how best to complete the task safely. Conducts toolbox meetings for workers and internal staff.

	Training that may be provided to assist

	HSE Management team may occasionally host or setup workshops and training sessions for project team based HSE coordinators for upskilling and awareness of new HSE requirements, whether they are internal policies/procedures, or legislative requirements.

	Your involvement in delivery of training

	Nil – I may occasionally also be a participant in the training, although these are typically more specific for people in HSE roles.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified, identify:
a) A measure that could be implemented to remove the barrier 
b) Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Work Culture – workers may be set in their ways on performing tasks a certain way, which may be outdated or unsafe from a HSE persective.

	Measure to remove barrier

	Keep open communication with the worker on why they need to abide by the processes – highlight that the intention is to keep them and everybody else safe, and use an incentive for workers to comply. This may be rewards such as a site BBQ, small gifts, etc.

	Contribution to development of measure

	In my role my primary HSE interface with workers is through task observations. Some workers may be unfamiliar with the task observation process, so it is important for me to communicate why I am conducting one and to highlight the safety aspect for the individual – it is discussed with the worker that a Task Ob will be taking place, and that they should ensure they are complying with HSE requirements fully when I arrive to perform the Task Ob.

	Contribution to implementation of measure

	I perform the Task Observations, and discuss with the workers the intent of the Task Ob and its benefits.

	Contribution to evaluation of measure

	This is generally a task the HSE Coordinator reviews, but over time we hope the HSE trend is that there are fewer reportable injuries/incidents. For example, the company introduced mandatory hand protection and first aid incidents decreased noticeably.




	Describe barrier 2

	New Systems/HSE Requirements

	Measure to remove barrier

	Open communication with the workers to explain why the new systems are in place, and what benefits there are as a result.

	Contribution to development of measure

	The changes may be updated requirements from legislation, or new requirements introduced by the PCBU as an above-industry-standard requirement. For example, our company recently introduced mandatory hand protection and task-specific gloves, which was rolled out onto all worksites.

	Contribution to implementation of measure

	In my role, I observe compliance to HSE requirements through Task Observations. As the gloves would fall under general PPE, this is an aspect I look out for when performing a Task Ob (or even just generally walking around on site). If workers aren’t using the correct gloves/or at all, they are notified that they need to.

	Contribution to evaluation of measure

	The results of my task observations are sent through to the HSE coordinator, who is able to process the information and pick up trends to identify and evaluate the effectiveness of the measure. Our company noticed a significant reduction in first-aid hand injuries after the introduction of mandatory task-specific glove use.




	Describe barrier 3

	Lack of Transparency to Workers

	Measure to remove barrier

	The morale of a work team may be impacted if the situation and condition of an injured worker is not communicated transparently to the team. As such, if a worker has become injured, it is important to communicate openly with other workers the status and measures taken to put the worker back to work, or find other suitable roles. If this does not happen, then the team morale may drop, and the relationship between workers and the PCBU may deteriorate. This situation may lead to reduced compliance/respect for the HSE systems and processes in place, increasing the risk of workers being injured.

	Contribution to development of measure

	These measures are generally above my involvement in HSE (usually HSE management or the HSE coordinator), but through my relationship/dealings with workers I can inform the HSE team about the workers’ sentiments towards the situation/scenario, which may prompt action from the PCBU HSE team.

	Contribution to implementation of measure

	My role has no specific responsibilities to contribute to this measure, but I may assist the HSE coordinator as required to produce documentation/notices in the event a situation similar to the described occurs.

	Contribution to evaluation of measure

	My role generally is not involved in the evaluation of these measures, but I assist the HSE coordinator as required.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
☐ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☐ 	Health and safety committees
☐	Internal involvement in inspections and audits
☐ 	Team meetings
☐ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
☐ 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
☐ 	Consultation meetings being too long and boring
☐	Language, literacy and numeracy levels of the workforce
☐ 	Workplace culture related to WHS
☐ 	Having separate work sites

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	Workbook won’t allow me to tick boxes – my answers are as follows:
1.	True
2.	All of the above
3.       True
4.       Options 1, 2 and 3





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	☐

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	☐

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	☐

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	☐

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	☐

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	☐

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	☐

	Name of observer
	Brett Stoward

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	Practical Activities are covered as part of attendance in class sessions.




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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